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DPW Work Flow Summary

Service Order
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Date-time stamp
Service Order

¥

Enter Semvice Order
into IF5-M
Custormer Serice
moadule {ar
alternative)

h 4

Establish Serice
Oirder priority {local
criteria)

Y

Enter Task Code;
update wark status
code as necessary

h 4

Add remarks
indicating source of
sorvice roguost

Apparent
duplication?

Yes

¥

Discuss apparent
duplication with
custormer

WORK RECEPTION WORK FLOW

Request for
WWork

Heceive work-
related request or
inrriry

request or
inguiry?

Full hard copy

Senvice category of S00—m Master Job Folder
Order i
wiork as directed
Wiork Order
¥ v
Review for

completeness,
accuracy, and
leqgibility

Date-time stamp
when received

r

Enter data into
IF=-M Customer
Service module (or
alternative)

¥

Create Master Job
Falder with routing
slip

r

Forward Master
Job Folder to YWark
Coordination

Forward priar year
folders to Work
Coordinator

¥
Feceive Master Job
Folder and
approved S00
wark reguest fram
Work Coordinator

¥

Enter approved
500 waork request
into IFS-M (or
alternative)

¥

Create new Master
Job Folder; file
Master Job Folder
previously pulled

¥

Forward Master
Job Folder to Work
Estimating for
Phasing

¥

h 4

Update Waork
Status Code as
reguired

Wiork Statu

Yes

Complaint
or research
re'd?

Mo
¥

Access IFS-hd
Customer Service
madule (or
alternative)

h 4

Enter data
necessary to obtain
information sought

¥

Record data in
Customer Qluery
Laog

¥

Inform customer of
Job status & date of
status change

Inquiry
satisfied?

Refer to Custormer
Sonice
Represwntative

Fy




WORK RECEPTION WORK FLOW - CONTINUED

Actual
duplication?

a5

Cancel Senvice
Crder in IFS-M
Customer Service
module {or
alternative)

¥

Indicate reason far
cancellation of
Service Order

Emergency
Wark?

a5

¥

Dispatch to Shap
Supervisor or COR

¥

Update Wark
Status Code as
necessary

¥

¥
Commit Service
Order to systern;
print out/issue to
Shop Supervisor ar
COR

¥

r
Update Serice e
End

Crder to close out
when completed

h J




CUSTOMER SERVICE WORK FLOW

REACTIVE WORK

Feceive callfisit
from customer

Determine
nature of call

Inguiry

Record data in
Customer Inguiry

Laog

oS

Determine if

Inform customer of
research reg'd

l

Research answers
with appropriate
section(s)

l

Call customer with
inforrmation
researched by COB

Ma
¥
Ohbtain infarmation
from IFS-M [ar
alternative system),
or ather source(s)

l

Provide information
to customer
immediately

Determine if

nguiry satisfie

es

End

Complaint




CUSTOMER SERVICE WORK FLOW

“alid
reason not per-
formed?

Mo

Wark
impropery doc-
umented?

4—HMn

Yes

v

Inform Wark
Feception ta re-
enter work reqgt

information

r

Detertming reason
for improper
documentation

r

Initiate measures to
B minirmize future
OCCUrences

Record data in
Custorner
Camplaint Log

Inforrn customer of
need to research
complaint

F

Determinge wark
status in IF3-M (or
alternative systern)

Work

Mot Perforrmed Performance

REACTIVE WORK - CONTINUED

Mot Satisfactory-m

Access work

documentation

thard copies |
Master Job Folder)

h 4

Contract

¥

Asgsess
docurnented
performance

problems

¥

Infarm responsible
engineer,
technician, or FYE
of complaint

In-house ar
ontract work?

In-house

¥

Inform Shap
Supemvisor of
complaint




CUSTOMER SERVICE WORK FLOW
REACTIVE WORK - CONTINUED

In-house or
contract work?

Contact customer

to provide update

and arrange site
wigit

F

Contact customer

to provide update

and arrange site
wigit

Yisit job site (with
CIAE and customer
if possible)

¥

F

“igit job site (with

Shop Supervisor

and customer if
possible)

Arrange with AE

for re-perfarmance

by contractor (if
necessary)

h J

Arrange with Shop
Superiisor for re-
performance (if
necessary)

Request follow-up
repart from CIAE

b J

Fequest follow-up
report from Shop
Superisar

In-houge
Inform re_spnnsmle Inform Shap
Engineer, Superdisor of
technician, or P/E P .
: camplaint
of camplaint
r
Determing when
L )
work will be
perfarmed
r
Providecustomer
with information
¥
Follow-up with |
custormer -
Na Complaint

resolved?

Yes

End




CUSTOMER SERVICE WORK FLOW
PROACTIVE WORK

Advise customer of joh
status:
initital scheduling
disruptions
changes and delays

Distribute Custamer
Feedback Forms; Solicit
feedback and review
rESpOnNSEs

Provide ERM with
monthly summary of
customer complaints and
status

CUSTOMER
SERVICE
PROACTIVE
MEASURES

Frepare, update, and

distribute custamer
handbooks, pamphlets,
articles, and flyers

Conduct written

CUSIOMEr sUrveys

Conduct customer

surveys via telephone




WORK ESTIMATING WORK FLOW

Receive Master Job
Folder f work
estimating
reguirement

Type of
estimate?

Detailed—»@

Scoping
h J

Contact requester
by phone to deter-
mine mat'l req'ts

and site conditions

Type of wark?

"L WWark

Identify a;d ACCess
commercial unit
price stds for con- "k Wark
struction/alteration
work reqts

L 4
Access & update

UPZ standards for
material, labor, & |
equipment costs as
necessary

¥
Prepare estimate
using UFS Module
of IF 5-M Wark
Estimating {or
alternative system)

¥
Print UPS Cost
Summary Sheet &
UPS estimate
report (or equiv.)

¥
Assemble scoping
estimate in Master
Job Folder; foreard
to Work
Coordination

¥
Update work status
to 'CUE" and to
"ERM"; note
estimate pending
approval

¥
End




WORK ESTIMATING WORK FLOW - CONTINUED

h 4

Contact customer;
discuss job details
and customer
desires

— JOMSpecial Project

Type of
YWork Order?

S00F Annual 110

¥
Obtain detailed
actual cost surm-
mary for prewious
year frorm Budget
office

F

Carnpare previous
year estimated ws.
actual costs

difference within

Mo
¥

Contact customer;
resole level of
service required

we bt previous year

S00

ype of Work
Order?

JO/Special Project
Annual O

¥

Yisit work site;
werify work reqts &
equipment inven-
tory (if applicable)

r
Develop Wark Flan
(work sequence,
sketches, drawings,
tasks, etc);
interface w/ shops

F

h 4

Identify phases for
accomplishment of
the work reg'd

EFPS

labor estimate Mo
reg'd?
Yes
BOM Reg'd? Mo
Yes
¥

Develop job phase
using IFS-MWWE
Module (or
alternative systemn)

¥
Update PMI
checklists; local
stds, & commercial
cost indices as
NECEssary

h A

Develop BOM for
job phase; update
catalog data as
necessary

Y

Develop / finalize
sketches and

F

Develop Quick
Phase using IFS-
WWE Module (or
alternative systemn)

drawings (if
Necessary)

Mlore
phases to
develop?

Mo
L 4

Print out complete
Wark Package;
insert into Master
Job Folder

h 4

Transfer job
header, phase, and
BOM data to supply

Update wark status
code to "COE" &
"SUP" in IF3-M (or
alternative system)

Route Master Job
Faolder to Waork
Scheduling

End



Receive reqt to
rmodify scape fram
custamer or shap

SUpenisor

¥
Update work status
code to "TDE" in
IFS-hit (or
alternative systemn);
note scope change

¥

Yisit work site;
determine
magnitude of scope
change

¥
Frepare revision to
detailed estimate
using IFS-M WE
module {or alter-
native system)

¥
Frint aut revised
YWark Package (or
affected
components)

¥
Update work status

code to "CDE" in
IF3-M (or alterna-
tive system); note
revision of estimate

Yas
¥

Update work status
code to "SUP" in
IFS-M (or alterna-

tive system)

Funding

WORK ESTIMATING WORK FLOW - CONTINUED
CHANGES IN SCOPE

re-approval
reg'd?

Yas

¥

Forward revised
estimate to Work
Coordination to
contact customer

L]

¥

Foreard revised
estimate to Wark
Scheduling




MATERIAL COORDINATION WORK FLOW

Access [F5-M (or
alternative)

F

Execute Supply
data transfer (if not
duty of SA/DBA)

F

Print out and review
BOM items for
completeness &

accuracy

F
Correct BOM items
35 necessary,
Coordinate with
Wark Estimating as
required

ufficient

qty. of itern on- Yes
hand?
Mo
b
gty. of iterm due- Yes

ine

ufficient
gty. of itern an-
hand?

ubstitute ite
acceptahle?

Mo
¥

Yes

Identify potential
S05 fwendnr
catalogs, P/E

guidance)

—Mo

Agsist Stock
Cnntral Clarks tn
ensure valid
substitutions

)

B



MATERIAL COORDINATION WORK FLOW - CONTINUED

Initiate Purchase
Order for BOM item

ore BO
iterns to
rocess?

Yas

Mo

¥

ldentify staging
area for Waork
Order BOM items

F

Receive and
inspect ordared
BOM item

h

Initiate corrective
action with shipper
ar supplier as
appropriate

Correct
itern & un-
darnaged?

[ o —

Mo Yas
¥

Assign guantity of
BOM iternto |
staging area

All BOM
fterns staged?

Yes



MATERIAL COORDINATION WORK FLOW - CONTINUED

Motify Wyaork
Scheduling of
material availability
for Wk Cirdar

End



WORK SCHEDULING WORK FLOW

Quarterly Work Schedule (QWS)

Determine
projected available
chap labor hours to

perform Wyork
Orders (W0O)

¥

Ohtain prioritized
Annual Wark Plan
(AW

L 4

Review
reguirements of

¥

Waork Orders listed

or AP

in upcoming
quarter?

Yes |
status of MC or

Yes

Use WS data &
available hrs. to
develop Quartery Mo
Wark Schedule
(W)

available hours
2 WWis?

Update OWYS as
changes are made
to the AWP

¥
Update CWS
weekly as jobs
migrate ta the — ——
Wlanthly Wark
Schedule (MYWS)

Wark Status = SCH

L

Monthly Work Schedule {(MWS)

Review WS, WO
priarities, and
anticipated
resource availability

in upcaming
rmonth?

Yes

ces/notifications

Yes
¥

|
Flag WO requiring

clearances or Mo
notifications ‘
|

carry-over wark
p consider?

Yes : ‘
¥ : .

Include emergency/| ‘
high priority : ,

"crash" WO in 5
MW S

¥
Develop/update

¥

WWYS for upcoming
rmonth

¥
Change Wark
Status to SCH in
IFS-td Custormer
Service module (or
alternative system

hWlare
available hours
8. WWiDs?

Wiork Status = SHP

Ma ‘
¥ :
Change Work !
Status to SHP in : ‘
IFS-M Customer : :
Service module {or
alternative system) ; ‘

v
Update MW : ‘
weekly as jobs

migrate to the
Weekly Shop
Schedule (WWSE)

Weekly Shop Schedule (WSS)

="

Callect Shop Hours
Allocation work-
sheets from shop
SUpENnISars (cur-
rent & upcoming)

Yes

Include e:nergencyf
high priority
"crash" & carry-
over WO in WSS

tart WO
in upcoming
week?

Yes

ces/notifications

Yes
¥

Obtain clearances
req'd for WO,
notifiy affected

paries

0K to start
WD ?

Yes
¥

Developfupdate
WSS for upcoming |
week to discuss in |
scheduling meeting

F
Change Work
Status to SHP in
IF5-M Customer
Service module {or
alternative system)

hWlare
available hours
8. WWiDs?

Mo




WORK SCHEDULING WORK FLOW - CONTINUED

()

Coordinates
conduct weekly
scheduling meeting

Y

Distribute WSS for
discussion and
coordination

¥
Dizcuss W= on
WSS, including
carry-over, "crash"
and multi-shop
wiork

Y

Change work status
to SHF in IFS-M (or
alternative system)

¥
Discuss WO with

shop supervisor(s);

maintain contact
during

accomplishment

¥
Maintain Master
Job Folder tickler
files for MC, SCH,
& SHP in IFS-M (or
alternative system)

k4
Fespond to wark
related guestions
from Customer
Service & York

Coordination

Wi
asgigned SHP
complete?

Mo

Yes

Enterwo:l; status =
ChP in IFS-M
Custormer Serice
rmodule (or
alternative system)

¥
Forward Master
Job Folder of
completed YWOs to
Real Property Clerk

End



WORK COORDINATION WORK FLOW

Receive Master Job
Falder (MJF) from
Wark Reception

Can
WYRE be con-
solidated?

Yas

Cnmhme:xrlth other
WYRs for econarmy
of scale - similar
repairs, same
location

Apparent
duplicate W/RZ

Yes
¥

Contact customer
for resolution

Cancel
duplicate
WR?

fes
¥

Change Work
Status Code to
"CAM" in IFS-M (or
alternative system)

¥
Fill out Customer
Mo Feedback Form;
send copy with

cancelled WWE to
customer

r

Mote "Cancelled”
on MJF; send MJIF
to Work Reception

accomplished

authorized/ ap-

Better

Yeg

by 507

propriate?

Contact customer

far resalution

¥

Resolution
reached?

Yes

"

¥
Enter IFS-M
Program Indicator
Code for requested
wotk [if [FS-M
used)

¥

Agsign screening

priority to WYR;

attach criteria to
WW/R

¥
Fareard MJF to
Wark Estimating
ME) for scoping
estimate; receive

b J

Cancel WY returmn

Mo—m  MJF to WWork
Reception

h 4
Change Woark
Status Code to

"CAN" in IFS-h {or

alternative system)

End

MUJF from WWE

Scoping estimate

perfarmed in Wark
Estimating

Receive bJIF fram
Woark Estimating
with scaoping
estimate

e |

k 4

o



WORK COORDINATION WORK FLOW - CONTINUED

Mo

Motify customer of
cost determined by
scoping estimate

|

Customer

h J

Mo

Cancel YW/R; return
MJF to W ork

Reception

h J

Change Wark
Status Code to
"CAN" in IFS-M (or
alternative system)

End

approval?

Yes

¥

Mote funding

r
Re-assess
screening priority,;
compare to
established
breakpoints

|

riarity below Ves

breakpoint?

Mo

¥

Reguest funding

approval amount on
Whi/R

F

F

Examine scoping
estimate; determine
hours required far
each shop

Hours
exceed in-house
ceiling?

Mo

Shop backlog
too great?

Minimal
wraiting to ac-
camplish?

appraval fram
budget office

¥

Faorward MIF to
ERM for

concurrence

¥

Change WWork
Status Code to
"DEF" in IFS-M {or
alternative system)

¥

Mote work as
BMAR candidate in
IFS-M [or
alternative system)

¥

Motify customer of
WWR priority &
status

Send WJF to Work
Reception for filing

End




WORK COORDINATION WORK FLOW - CONTINUED

for formal approval

of work & in-house
method of

accaomplishment

Send MJF to ERM

Lpdate WWork
Status Code to
"APY" & "TDE" in
IF=-M {or
alternative system)

Send MJIF to ERM
far farmal approval
of work and
contract method of
accamplishment

:

Update YWaork
=tatus Code to
"APYM N IFS-M (or
alternative systern)

Determine priarity
of the YWark Order
based on
installation criteria

'

|
¥

Detailed estimate
pedformed in YWwark
Estimating

Farward MJF to
Wark Estimating

Forward MJF to
responsible division
for design/spec
development ar

delivery order 1ssue

—

» Wark Estimating;

Heceive MJF from

exercise Supply
interface if required

h i

Forward MJF to
Waork Scheduling

!

«—»

'

o




Recewe S0 fram
YWark Reception

WORK ACCOMPLISHMENT WORK FLOW

Wark for in-house
performance in
given shap

Service Order (300 Type of wark?

Individual
Woark Order (WO

Annual Wark Order f S00
¥

¥

Check priority of
=0, sort by
Emergency /

Urgent / Routine

¥
Log date recewed,
S0 # address,
priarity,
craftzpersaon(s)
assigned

Emergency
priority?

Mo
¥

Assemble in daily
wark schedule
using efficient wark
sched. methods

¥

Aszsign appropriate
craft skill: ensure
response time
reguirement

problerm; initiate
Yes . Mo
current scheduling measures to
information resolve
¥

¥

Obtain mat'ls &
equipment reg'd;
perfarm wark
reguiraments of 30

¥

Inspect waork in
progress (if feasible
for particular S50)

Receive Annual
WO S 200 from
Woark Estirating

h 4

Review wirk
document for
completeness and
accuracy

pRrove
signature &

Mo

Return to ERM /
Wyork
Estimating

Fy

nded amt?

Yes
X

Developfupdate

shop schedule of
AnnualfS00 work
frarm master sched.

¥

Provide Work
Scheduling with

Assign appropriate
craft personnel
IAWY schedule

(monthly & weekly)

Y

Obtain matls &
equipment reg'd;

perform wark
reguirements

¥

Inspect wark in
progress (if
feasible)

B
L

./

Problems
encounterad?

Yes
¥

Determine nature of

ollow-an
wark beyond
scope?

es

eirnbursible
custamer?

Yas
¥

F

Motify Custamer
Service to contact
customer for
appraval

Initiate wark
reguirement with
YWark Reception

¥
o5 L




WORK ACCOMPLISHMENT WORK FLOW - CONTINUED

Receive WO from
YWark Scheduling

Schedule wark in
shop by start/
completion dates &
resource availability

Denote planned
resource
requirernents by
phase

“erify equipment
availability {if
required)

F
Inspect mat’l at
staging area; verify
availability & ade-
quacy with respect
to fwe.r.t.) BOM

Motifica-
tion/clearance
reqg'd?

Yes

¥

Matify activity of

start date & time;

ensure clearances
in ordet

!

Other shops
involved?

Yes

¥

Caordinate phases Mo
to minimize delays

wl perform wiork -

Motify YWark
Scheduling and
Wark
Estirmating for
re-estimate

¥

Assign craft
personnel w.rt.
reqts, resources, &
schedule

Aszsign work leader
ot lead craftspersan

F
Dbtain mat's &
equipment req'd;

reguirements of
W0

F
Frovide daily
superisory checks,
inspections &
asgistance to
craftspersons

¥
Ensure wark is
perfarmed as
estimated by Wark
Estirnating

Other shops
imvalved?

Yes

¥

Coordinate work in
progress with other
shop supervisor(s)

FProblems
encountered?

Wes

¥

Determine nature of
problem; initiate
measures to
resolve

Addt] work
regts beyond
scope?




()

¥

Mo

Turn in completed
wiork document to
Work Control

Receive daily wark
petrformance
updates from work
leader

F

Provide daily wark
status information
to Wark Scheduling

F

Track labor
resource utilization
daily: update shop

schedule

Wiork Cirder
eq'ts completed

Yes

¥

Receive L'E data;
review and forward
to ERMD

WORK ACCOMPLISHMENT WORK FLOW - CONTINUED

Inspect work (if
feasible)

F

Type of wark?

O W0
¥

AN WOS00

B

!

Wark complete?

Excess

Mo

rw

Yes

Acceptable
LInit of Issue?

Yes
¥

Retain materials as
shap stock

Return materials to
Supply for credit

Motify & turn in
completed O WO
to Wark Scheduling

Retain work
document until year
end closeout; then

turn in to WWork

Scheduling

#

Repait/
replace eguip.
involved?

Yes
¥

Forward equipment
& wearranty data
with completed WO

r

Provide labor hour
availability & YWO

(e

Mo —

status to Work
acheduling

F

Discuss
incompleted YWO at
weekly Scheduling

hesting

End

F 9



WO/SPECIAL PROJECT WO

- Track completion time for
performance thru system

- Develop target timeline for
wiork completion

- Determine if waork per-
formed as scheduled and
specified

- Schedule & conduct
variance analysis meetings

OVERHEAD

- Compile and analyze
organization overhiead
utilization data

- Compile and analyze shop
overhead utilization data

WORK EVALUATION WORK FLOW

SO0 & ANNUAL WO

- Determing if schedules are
being met

- Determine effectivensss in
optimizing DPYY resources
- Determine effectivensss of
resource utilization

WORK
EVALUATION

MEASURES

SO

- Compile worl perform-
ance indicators

- Measure DPVY shop per-
formance of worl

PRODUCTIVITY

- Conduct facilities
maintenance management
system studies:

Productivity analyses
Wark process analyses

- Provide DFW mgmt. with
workload & performance
data routinely or as
scheduled

- Maintain the EIS

EXECUTIVE
INFORMATION SYSTEM




CONSIDERATIONS FOR CA CONTRACTING WORK FLOW

DEFINE REQUIREMENTS AMD
CAPTURE QUANTITATVE DATA

SERVICE ORDERS
(R DOCUMENTS)

PREVENTIVE
MAINTENENCE
(M DOCUMENTS)

—

INDIVIDUAL JOB
ORDERS
() DOCUMENTS)

S

STANDING
OPERATIONS
ORDERS
(S DOCUMENTS)

MANAGEMENT
SUPPORT

MANUAL DATA

REFORT & CAPTURE
ACCURATE LABOR
HOUR DATA,

SN
I

AYE

ELECTROMIC DATA

{11

FORM OR HIRE CA TEAM TO EXTRACT
AND COMPILE SUPPORTING DATA AND
DEVELOP CA DOCUMENTS

FPUBLISHED REGULATIONS
(INCL. OME CIRCULAR A-7E)

MANAGEMENT STUDY

PERFORMANCE WORIK
STATEMEMNT

LUALITY AZSURANCE
SURVEILLANCE PLAN




CONSTRUCTION CONTRACTING WORK FLOW

CP&

Review ERMD/
DPW approved
wark requirernent

ls CC
appropriate
vehicle?

Yes

h 2

Assign Project
Marnager (FM)
and Design Team

¥

Update Work
Status Code in
IFS-M (or
alternative system)
35 necessary

¥

Perform site visit
to verify scoping
estimate &
coordinate with
customer

Design/
Spec/IGE
eveloper?

EP&S

h 4

Develop design
drawings; perform
0%, B5%, &
100% drawing
reviews

Develop
specification

¥

Phase Wark
Request; Update
YWork Status Code
in IF3-M (ar
alternative system)

h 4

o

or AE prepar
ation?

AE

AJE contract
in place?

Mo
L J

Coordinate wDOC
to establish A/E Yes
Services contract

¥
Frepare
documentation for
DOC toissue DO
to A'E Firm for
design, sEecs, &
G

¥

o

Mo —m

Select appropriate
caontracting vehicle

Corps of
Engineers

Initiate request for
cost proposal to
COE to prepare
design, specs, &

IGE

Review cost
proposal;
negotiate final cost

Arrange for funds
transfer to COE

)



CONSTRUCTION CONTRACTING WORK FLOW - CONTINUED

Hrepare TGE
based on
specifications,
reguirements
using construction
industry stds.

Phasze WWork
Hequest, Update
Wark Status Code
in IFS-M (or
alternative systermn)

L J

Coordinate w/DOC
to negotiate A/E
cost

F

Perform
coordination &
lizison between
customer & AE

F

Perform 30%,
B5%, & 100%
design reviews

r
faintain Tiarsan
with A/E; resolve
technical
guestions &
develop contract

mods (a5 reg'd)

FPhaze Work
Hequest, Update
Yark Status Code
in IFS- {or
alternative systern)

k 4

Parform
coordination &
liaison between

customer & COE

Y

Perform 30%,
B5%, & 100%
design reviews

¥
faintamn Tiarson
with COE; resolve
technical
guestions &
develop contract

mods (as reg'd)

Ll
-4

o )
&/

F
Draft Motice of
Requirerments;
forward to DOC for
approval &
publication

Compile contract
specification far
Dac

Forward reviewed
solicitation
package to DOC
for advertisement

)

COE or
In-
In-House Con-
House .
struction?

Corps of
Engineers

¥

Initiate reguest to
COE to administer
construction

¥

Review COE cost
proposal;
negatiate final cost

Arrange for funds
transfer to COE

¥

o



CONSTRUCTION CONTRACTING WORK FLOW - CONTINUED

Agsist DOC in
responding to
technical
guestions (as
reguired)

Coordinatefassist
ZOE in conducting
site visit for
potential Construc-
tion Contractors

Y

¥

Coordinatefassist
in gite visit for
potential
Construction
Contractors

Coordinate final
funding, based on
successful
Contractor's BAFO
or low bid

¥

¥
Assist DOC in
Contractor
proposalibid
evaluation (if
req'd)

Coordinate with
customer or
funding authority
for addt'l funds (if
required)

3
Coordinate final
funding, based on
successful
Contractor's BAFO
ar low bid

L
Attend pre-
construction

conference with

COE & successful
Contractor

r

¥

Cooardinate with
custarner or
funding authority
for addt'l funds (if
required)

Lpdate Woark
Status Code in
IFS-M for
alternative system)

h 4

3
Attend pre-
construction
conference with
successful
Contractor

Initiatedcoordinate
clearances
lenvironmental,
safety, security,
etc. - if required)

F

¥

Update Wark
Status Code in
IF=-M {ar
alternative system)

Attend weekly
progress mestings
with COE

Y

F
[dentify & record
Construction Insp.
(QAES) In IF=-M
lor alternative
system)

Coordinate with
custorner & COE
to identify bonafide
changes in
contract scope

F

¥

Initiate/coordinate
clearances
[enviranmental,
safety, security,
etc. - if reguired)

Seme as customer
senice point-of
contact for the
contract

i

0

Y

o




CONSTRUCTION CONTRACTING WORK FLOW - CONTINUED

¥

Inspect in- Review invoices
progress submitted by
construction work Contractor for
periadically completed wark
h 4 l
Daocument
Contractor's ayrnent
prograss and wark retention/ Yes
deficiencies, eduction?

notifications, etc.

¥
Ferfarm Request KO send o _ Do_u::umerf[
acceptance notice to Approve invoices invoices with
inspection of work for work performed unperformed or
. L contractor for . . .
identified in . satisfactorily unsatisfactory
resolution work

Contract

.

F F

Generate Forward invoices Determine recom-
Work deficiency notice; to FRAD for mended deduc-
. 5 Mo—m  document in tions; forward to
satisfactory? IFS-M (o payment ta KOMQAE for
Contractor concurrence

alternative system)

Yas I
MWanitor obligated
& expensed amts.;

funding/scope ensure funded  ja
changes? amts. not
exceeded
Yes
¥ ¥
Accept

deliverables from

Coordinate w/
Cantractor (as-

reguester or {
funding autharity builts, user
for addt'l funding ranuals,
warranties, etc.)
Ma
¥ r
Develop Maod Fill in Acceptance

Date & completion
date in IF3-M (or
alternative system)

Pkg.; forward to
DOC for inclusion

in contract
¥ r
Agsist DOC in I'Igrw?g MJF To
i tiations: eal Property
price negatiations; 2ok B

F

update status in capitalization/
IFS- (or warranty data

alternative system) entry
¥ r
Serve as custamer Frovide reports to
; . EFP&S, DPWW, and
service point-of hichar
contact for the Y
headquarters as
contract .
req'd
¥ r
Docurment cus-
End

tomer complaints
& resalution in
IFS-M {or
alternative system)




INDEFINITE DELIVERY, INDEFINITE QUANTITY

Review ERMD/S
DFW approved
weark reguirement

Is DI
appropriate
wehicla?

Yes

I [DIG
contract in

CONTRACTING WORK FLOW

Mo ——-

Select appropriate
contracting vehicle

Yes

Assign Project
Wanager (Ph)

¥

Compile contract
specification
inforrnation for
Doc

¥

Forward reviewed
solicitation
package to DOC
for advertisernent

¥
Assist DOC in
responding to
technical
guestions (as
reguirad)

¥

Coordinatefassist
in site wisit for
paotential 101G

Contractors

¥
Assist DOC in
Caontractar
proposal
evaluation (if
required)

¥
Coordinate final
funding, based on
successul
Contractor's BAFO
Iif required)

Mo

place?

¥

Update Wark
Status Code in
IFS-ht (or
alternative system)

h 4

Identify & recaord
contract QAEs in
IFS-M for
alternative system)

r

Update WO or 50

.| WWork Btatus Code

in IFS-M {or
alternative system)

F

Perform site wisit
to werify scoping
estimate &
coordinate with
customer

F

Prepare
Independent
Government

Estimate

¥

Reguest the DOC
isgue Delivery
COrder to 1DIQ

Contractor

r

Initiate/coordinate
clearances
(environmental,
safety, security,
etc. - if required)

r
A,




INDEFINITE DELIVERY, INDEFINITE QUANTITY
CONTRACTING WORK FLOW - CONTINUED

Funding
changes
reg'd?

Yes

¥

Secure additional
funding

Mo cormmitient from

customer ar

approval authority

DO/ Contract
mod req'd?

Yes

Requ;st the
DOC initiate
modification to
Delivery Crder ar
Contract (as reg'd)

F

Inspect wark in
progress
periodically

r
Document

Contractar's
progress and wark
deficiencies,
notifications, etc.

¥
Perform
acceptance
inspection of work
performed by
contractor

satisfactory?

Mo

¥
Generate
deficiency notice;
docurnent in
IFS-M (or
alternative system)

F
Reguest KO send

resolution

niotice to
contractor for

ayment

retention/
eduction?

Mo
¥

Approve invoices
for work perfarmed
satisfactorily

¥

Forward invoices
to F&AQD far
payment to
Contractor

F
Accept
deliverables fram
Contractar {as-

Yes

Dacument
invoices with
unpetfarmed ar
unsatisfactory
wiork

¥

Determine
recommended
deductions;
forward to KO for
concurrences
approval

F 3

builts, user
manuals,
warranties, stc))

r

Recard
acceptance date
and completion
data in IFS-M (ar

alternative system)

F

Forward MJFIST
folder to Real
Property Clerk for
capitalization/
warranty data
entry

h

Frovide reports to
EF&s, DHYY, and
higher
headguarters as

req'd

i

End



JOB ORDER CONTRACTING WORK FLOW

Receive Master Job
Folder (MJFY in
EP&S from ERMD

k.

F
Screen MJF for
warll req., scoping
est., initial funding
amt., & ERM/DPW
approval or 30

All MIF

Mo

jtems in order?

Yes

ls JOC
appropriate
wehicla?

Yes

i
Assign Project
Manager (PM) /

Contracting
Officer's Rep.
(COR)

¥
Update Work
Status Code in to
indicate JOC in
IFS-M [or
alternative system)

¥
Yisit site to
compare scoping
estimate wiield
conditions & JOC
price book

k 4

Prepare
Independent
Government

Estimate

¥

Develop proposed

schedule based an

work type and
priority

¥
Enter WO phase
data in [F5-M
Contract Admin.
module {or
alternative systern)

¥

o p—

Return MJF to
ERMD far
resolution

¥

Update WWark

Status Code in IFS-

M (or alternative
systemn)

¥
Initiate / coordinate
clearance reguests
[ervironmental,
safety, security,
etc.)

¥

Prepare & issus
Request for
Proposal (RFF)

¥

Coordinate /
petform joint site
wisit with JOC
Contractar

Changes
in IGE reg'd?

Yes

¥
hlake final

adjustments to IGE

hased on site visit
findings &
discussions

¥

Ewvaluate proposal;
negatiate changes
in scope & tems e

nat in JOC price
boak {if any)

¥

Determine bast &
final offer; award
JOC contract

¥

%



JOB ORDER CONTRACTING WORK FLOW - CONTINUED

¥
Ferfarm
acceptance

inspection of work

Send notice to
contractor for

identified in Delivery

Order

Coordinate wf

requester or
funding authaority for
addt’ funding

¥

Work
satisfactory?

Yes

Update final
funding amt. in IFS-
It (or alternative
system)

Aepl d:livurablu::s
from Contractor
(as-builts, user

manuals,
warranties, etc)

h 4

¥

Frepare & issue
Delivery Order;
update status in
IFS-b (or
alternative system)

F

Raview invoices
submitted by
Contractor for

campleted wark

h 4

Infarm clearance
activities (if
reguired)

¥

ayment
retention/

Yes

resolution

F Y

Generate deficiency
notice; document in
IF3-M [or
alternative system)

eduction?

Inspect work in
progress
perodically

¥

Docurment
contractor's
progress and wark
deficiencies,

notifications, etc.

¥
N Document invoices
Approve invoices ith darmed
for wark performed with unpe "
satisfactorily or unsatisfactory
wark
¥ b 4
Determine
Forward invoices to recommended
PR&C for payment deductions; forward
to Contractar to COR for
CONCUITENGCE
¥
Fill in Acceptance
Diate & completion
date in IF3-M {or 7
alternative system)
¥
Lpdate Contract
Fart | & Wark
Status Code in
IF=-M (ar
alternative system)
¥
Provide reports to
EP&S, DPW, and
higher End

headquarters as
req'd




SERVICE CONTRACTING WORK FLOW

Review ERMD/
DPYW approved
wark requirermnent

Assign Project
Manager (PM)

¥
Update Wark
Status Code in
IF=-M (or
alternative system)
[as required)

¥

Perform site visit
to verify scoping
estimate &
coordinate with
custamer

¥

Assist DOC in
detarmining
appropriate 3C
wert work regts

¥

Prepare
Independent
Gavernment

Estimate

¥
Draft & farward
Motice of
Requirements ta
DOC far
publication

¥

Compile contract
specification
infarmation for
Doc

Is 5C
appropriate
wehicle?

Yes

Mo contract in

Yes

Select appropriate
contracting vehicle

place?

¥

Assist DOC in
responding to
technical
guestions (as
required)

F

Coordinatefassist
in site wisit for
potential [DIC

Contractors

r

Assist DOC in
Caontractar
proposal

evaluation (if
required)

¥

Coordinate final
funding, based on
successful
Contractor's BAFO
(if required)

r

Update WWork
Status Code in
IFS-M (ar
alternative system)

F

Identify & record
contract JAEs in
IFS-M (ar
alternative system)

J][n]
or FFR/ADIC

r

Update WO or 50
.| WWork Status Code

SC7

Mo

in IF=-M (ar
alternative system)

r

Ferform site wisit
to verify scoping
estimate &
coordinate with
customer

r

Prepare
Independent
Gavernment

Estimate

¥

Request the DOC
igsue Delivery
Order to SC
Contractor

F

Initiate/coordinate
clearances
=  [(environmental,
safety, security,
etc. - if required)

X




Funding
changes
reg'd?

Yes

Secura ;dditional
funding
cormmitment from
customer or
approval authority

DOiContract
rmod reqg'd?

Yes

Requ;st the
DOC initiate
modification to
Delivery Qrder ar
Contract (as reg'd)

¥

Inspect wark in
progress
periadically

¥

Document
Contractor's
progress and wark
deficiencies,
notifications, etc.

¥

Perfarm
acceptance
inspection of work
performed by
contractor

Wiork
satisfactary?

Mo

¥
Generate
deficiency natice;
docurment in
IFS-ht (or
altermative system)

¥

Request KO send r
notice to
contractor for

resolution

Y as—

ayment

SERVICE CONTRACTING WORK FLOW - CONTINUED

retention/ Yes
eduction?
Mo
L J ¥
Docurnant
Approve invoices invoices with
for work performed unperfarmed or
satisfactarily unszatisfactory
weark
¥ ¥
i Deterrmine
Forward invoices recammended
to F&AD for deductions;
payrnent to fareard to KO for
Contractor concurrence’
approval

¥
Manitor obligated
& expensed

amaunts; ensure

funded amts. not
exceeded

¥
Accept
deliverables from
Semice Con-
tractor (as-builts,
user manuals,
warranties, etc.)

k4
Record
acceptance date
and completion
data in IF3-M {or
alternative system)

Y
Forward MJF/S0

folder to Real
Property Clerk for
data entry (as
reguired)

¥
Provide reports to

EF&S, DPYY, and
higher
headquarters as
req'd

h 4

End



SHORT FORM CONTRACTING (SFC) WORK FLOW

Gov't Credit Card

Receive Master Job
Folder (MJF) in
EP&S from ERMD

=creen MJF for
wark req., scoping
est., initial funding
amt., & ERM/DPWY

approval or S50

All hAJF
iterns in order?,

Yes

ls SFC
appropriate
vehicle?

Yes

¥

Assign Project
hanager (PM)

'

Update/maintain
Work Status Code
in IF5-M {or
alternative system)

'

Yisit site to
Compare scoping
estimate wiield

conditions

Use Credit Card
AW FAR and local
regulations

Best SFC
method?

Blanket Purchase
Agreement (BPA)

I 0 e

Return MJF to
ERMD for
resolution

I 0 e

Select appropriate
contracting vehicle

Furchase Order (FO)




SHORT FORM CONTRACTING (SFC) WORK FLOW - CONTINUED

Coordinate with
DOC regarding
FAR, DFAR, &
local regulations/
reguirements

M ey

¥

Establish BPA(s)
with supplier(s) /
source(s)

F

Type of BPA?

Existing
¥

Prepare
Independent

Government
Estimate

¥

Develop
specification based
on reguirernents &

infarmatian
collected

¥
Enter WO phase
data in IF3-M
Contract Admin.
rnodule {or
alternative system)

Changes
in IGE req'd?

Yes

L 4
Make final
adjustments to IGE
hased on site visit
findings &

h 4

discussions

Frepare ordering

documentation [AYY

DOC established
procedures

h 4

Houte ordering
documentation to
DOC for approval,

pracessing, &

release

Yes
¥

k4

Coordinate w/
requester or
funding autharty for
addt'l funding

Assist DOC in
technical matters
related to order
reguirements

k4

¥

Initiate f coordinate
clearances (en-
vironmental, safety,
secunty, etc. - if

reguired)

¥

Coardinate ¢
perfarm joint site
visit with contractord

Update final
funding amt. in IF5-
M (ar alternative
swstem)

¥

Inspect work in
progress
periodically

¥

vendor (if required)

Document
contractor's
progress and work
deficiencies,

F 3

naotifications, etc.

¥

o




SHORT FORM CONTRACTING (SFC) WORK FLOW - CONTINUED

Perform
acceptance Send notice to
inspection of work f« contractor for
perfarmed by resalution
contractor

F

Generate deficiency
notice; document in
IF3-M (or
alternative system)

Waork
satisfactary?

Yes

=0 SFC method?
BRA
¥ \ S

Collect delivary

Reviewsreconcile tickets: review!

invoices submitted reconcile invoices

by Contractor against individual
tickets

F

Monitor obligated &

expensed amounts;
secure funding &

rrodify BPA if
reguired
ayment
| retentiond Yes
W
Mo
¥ ¥
Approve invaices Dn_cument invoices
f L nerh 4 with unperformed
or wark perfarme -
. . or unsatisfactory
satisfactorily
wiork
r r
Deterrmine
Forward invoices to recommended
PRELC for payment deductions; forward
to Contractor to COR for r
CoRCUrrence Fomward MJIF/Z0
folder to Real
r Froperty Clerk for

Accept deliverables

capitalization/
frorm Contractor

warranty data entry

[as-builts, user
manuals,

A

F

warranties, etc) Frovide reports to

EP&S, DPYW, and

r higher

Update payment headquarters as
request and req'd
infarrmation in

IFS-M {or
alternative system)

F

End




